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SORANTUM FOR:  Chairman, Training Board of Visitors % ‘“ ﬁ

SURTECT : Training and Supervisors

1. ‘Iuis is an interim report of our ronitoring of the development
of a training course for middle managers.

3. Attached are three doctments which reflect the progress so far
in the development of a course or courses. They are an outline by the
Task Force of their work to date, a copy of the questiomnaire by which
the Task Force undertook its survey, and a first draft from the Support
School of a course outline, e have wet witl: the Task Force one tire
and again with the Chairman one time. The Task Force expects to conplete
its report in satisfaction of its mission as stated in the first paper on
or before the 15th of April. As will he eviient from a review of the
sttached documents, the Task Force did not assume nor was it given the
responsihility for course development. This nerhaps is as it sheuld be,
but, regardless, we did not discover this until we felt teo late to
redirect its efforts. lpon review it appears that this is the wiser
procedure, leaving the actual development of a course to the professional
educators.

3, The prelicinary findings suggest, and we concur, that a single
formal course is not the sclution to better unagement in the Agency
nor perhaps even to better nanagers in the “middle”. It is to be hoped
that the Task Force study will respond in sowme degree to the rnuestion
of whether a single managerial style is appropriate or desirable. If
not, it will be necessary for the Zoard or your subcommittee to attenpt
to resolve that very fimdawental question. Closely ralated to that issue
are the system and the criteria for the selection of ranacers which is a
cormand function and not a training functios.

4. Ve commend to the particular ettention of the menters of the
soard the tentative conclusions expressed in I1.B.2. of the attached
"The Management Task Force', dated 26 March 1973.

/s arTy Be Fisher
tarry 5. Fisher
Robert S, Wattles
3 Atts

cc: Tach “erher, Training Board of Visitors, w/Atts
Chairman, “anagement Task Force, w/Atts
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26 March 1973 Att
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THE MANAGEMENT TASK FCR

[a}

. Backoround

A.  Authority: Director of Training with cooperation of Deputy Directors

. Mission: Identify the training needs of middle man d
recommendations to the Director of Training

C. Method: Opinion survey by questionnaire and bv interview

D. Membership of Task Force:

Chairman {OTR)

II. Status of Worlk

Survey

1. 230 questionnaires sent out. Some 78% returned
Z. Some 50-60 interviews conducted and recorded
3. Questionnaires and interviews under study

B. Tentative Conclusions

. i e . . R
1. Agency managers have a positive view of the value of training and
feel the need for training.
a. An across-the-board management course appears to be

and analysis. (Notz: The O_ﬁc‘,

ernent training,

ithe prol

One course
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ers have a favorable Opinion o.{ external courses,

attended such courses; others look forward to

inion managers have of training is he vily
‘e that the learnable elements of mana gement are

ing is not considered to be the only form of

aing and may not be the major form desired.
c. Attitudes toward training appear to be conditioned by the

rezlitites of career development within the various organiza-

tions of the Agency.
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The Executive Director—Comptroller has asked the Office of Training
to co?§uct a maragement training program for nmiddle manacers of the Agency.
As a first step in developing such-a program tha Office of Training with
the cooperation of the Deputy Directors has formad a Task Force composed
of one representative from each of the four Directorates and under &he
f the Task Force is to

chairmanship of an OTR officer. The wission 0
identify the training needs of middle rs
to the Director of Training.

and to make recommendations

P-‘
m
o
0
a3

Th

) ne Task Force is now soliciting your opinion on the subject of
ranagement training for you and your successors.

Return questionnaire by 26 February 1973: Manacement Task Force
202 Chamber of Commerce Bldg.

‘janagenent Task Torce representatives
0TR (Chadirmen)

DDP
DDI
DDSE&ET

]
<
2

Chamber of Commerce Bldg.
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chose in willc cur successor vill noed
training regulx Ly chiecks in the two col
not cemplete as far as ycur job is concernac

RESYONSTBILITIES YOUR TRAINING NEEDS SUCCESSCR'S TRAIL!

Planning _ Much Some Little Much Some Little
Setting objectives
Programming
Budyeting
Records management
Other

authority
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23 March 1973

MEMORANDUM FOR: Chief, Support School

SUBJECT : Advanced Management Course

1. In order to proceed with the planning, initizl Sraft of the training

design, for the Agency middle~-manager course -- terzatively entitled ;
Advanced Management ~~ a draft proposal consisting of Unit des criptions T

is attached. Further, as part of the Support School's Action Plans in
response to OTR's FY'!T5 Program Call obiectives, the Advan:
ment course has bsen scheduled for three runnin: !
Februvary and June.

2. Significant findings of the Management T'r
work is completed with the submission of a summar+-

1973, will be reflected in the final course des ign. : 5X1
Deputy Chier, Support School
Managemeant Training

Attachments:
A, Course Objectives

B. Course Unit Des scriptions

DY AT N

%éleése 2003104/59 C{A -RDP84-00780R005600020010-0
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ADVANCED MANAGEN

OBJECTIVE:
managers.
SUB-OBJECTIVES: As a result of active particizaticn in exercises
involving case studies, film tzam activities,

role~playing and discussion witn guest speakers,

and team member.

Plan more effectively throuzn u:

g
Management by Objectives z5 a system and
its application to the o

Communicate more

his subordinates in eifective com

Better utilize problem~-solving/decision-

making methods in h

Understand the

Organization Developm

H
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g. Improve his perforrmance z=d the perf
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rmanc

of his subordinates throuch zpplication of

motivation theory.
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A. MOTIVATION
Substance: Provide a practical understanding of human motivation-
(1) to understand the broad outlines of the major
motivational theories; (2) to help managers to acquire
insight into their own behavior; and (3) to portray the

significance of motivation in dav-to-ca management. .
g ), ¥ g

[¢Y]

Instructional Format: Staff lecture and staff/studsnt dis cussion;

films and discussion: and guest speaker/student

discussion.
Guest Speaker: Representative from Psychologiczl Services Staff,
Office of Medical Services.
B. PROBLEMQSOLVING/DECISION=1\«LAKING
Substance: Review of the five steps in problem-soiving: fhe
Kepner-Tregoe approach to problem~solving/
decision-making; and how *o evaluate one's self as

a decision maker,

~
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=
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case studies; and guest sogaxer

discussion.

I

Guest Speaker: Deputy Director for Support or Assistant Deputy

R T
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of his subordinate
decision makers.

GROUP DYNAMICS

Substance: Understanding individual and

to work; and the sociogram
Instructional Format: Staff lecture an
team exercise;
PERCEPTION

Substance: How People Perceive

Human Re

perception and problem people.
Instructional Format: Programe-assisted-in truction; staff/stu
r
discussion; and a fiim,
LEADERSHIP STYLE

Substance: Three basic s vies of le; FSRipt Teview of Manager
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. Lieadership in the Agency today.
F. RESPONSIBILITY FOR SUBORDINATES
Substance: Punishment and reward; personnel development
(training and rotational assignment); celegation; and
the manager and his next-in-line.
Instructionzl Format: Films; team aﬁ:tivity; role-playing; and
staff/student discussion.

G. UNIT ISUMMARY

Substance: The Meredith Story: a variety of interpersonal problems

and activity in an Agency-like setting.

i . Instructional Format: A simulation: (1) in-box material; (2) Video

Tape vignettes; (3) role-playing; (4) case

study; and (5) team activity,
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B.

C.

EINDIVIDUAL AND COMMUNICATION

Substance: Problems in speak
unpleasant exchange (conirontin:
subordinate, and superior relaticns through
communication.

Instructional Format: Filrn ; team activity; staii/student

discussion; and use oI viczp tape.

ORGANIZATION COMMUNICATION.

Substance- Upward/Downward communication: inrmal and
informal (grapevine) comrnunication; and “wiring
diagrams'", and commmunication.

Instructional Format: Team activity; film; ind

Staff/student di.s'c :

LISTENING

Substance:” One-to-one listening; liste

listening; and listening

nstructional Format:
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ONVIIRBAL COMMUNICATION

[P S . 2l ..
substance: The bookx: Bodv Languacge; actions steak loude

words; and what one doesn't say, 235 comuanunicatio
Instructional Format: Staff/student discussion of the book;

Body Language; team activity; and film.

LY L
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UNIT I GOAL SZTTING 2 Davs

& (AT LT TN

A% GUA L DL L LoLoNT

PERSE . ~ S +3 ~ T 3 o 1i.~3
Substance: Organizational goals: unit goals; individual goals;

Inst I . f - .
instructionzl Format: Staff/student discussion of selected readings;
team activity; and individ:al work.
B. PERFORMANCE APPRAISAL
bst »: Perforrma NP : .

Substance: Performance appraisal and goal setting; the Fitness
Report as a vehicle for goal setting; and improving
+h r
the practice of goal setting.

e bty bS] T .. s 3 .
Instructionzl Format: Reading materials; team activity; case

study and staff/studert discussion.

,.,\..“ I BaNes
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BY OBIECTIVES (2,205 1/2 Dav

Substance: Theories of MBO as expressed by Drucker and Odiorne;

Agency Program Call and MBO: and MBO in the

Federal Government.

Instructional Format: Selected I‘e"‘dl"l”’s, stafi/student discussion;

and guest speaker.

Guest Speaker: From the staff of the Federal Executive Institute
p

or the Civil Service Commissionis General

Management Training Center.
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TUNIT V. ORGANIZATIO VD LOED 3

critique; and OD,and the '*ffenc,.

Instructional Format: Staff/st nt di i ivi
rructional ormat: Staff/student discussior: team activity and

. R
VAN R R

111, ‘35' 4
H
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< UNIT VI: AGENCY REQUIREMENTS 1 Dav

ACENCY REGQUIREMENTS

(\_l

Substance: IG services to the Agency manager; D

the manazer; Headguarte

and the manager; EEO and {he

and Agency Personnel Development

25X1

Program.
Instructional Format: Guest speakers; team activity; and individual

activity.

Guest Speakers: Representative of IG Staff; Agency EEO coordinator;

and Director or Deputy Director, Office of

Personnel.
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MANAGEMENT SCIENCE

Substance: Theory of systemns and systems

research; computer applications;

modeling.
Instructional Format: Films; guest spezkers; irdividual work;
and team activity.

Guest Speakers (alternatives): Staff fro=x niormetion

Science Center,

Consultanrt:

O:iice of Computer

sy
i

Poily
P
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U VIt DNTITU SNEDUALMANACIMENT UNCTIONS

LA oL T

LY L

wtrol of woriz

Instructional

discussion.
B, PRODUCTIVITY
Substance: Identifvi: roduction; monitoring production; and
measuring and evaluating production zgainst predetermined
als.
Instructional Format: Staff/student discussion of selected readings;

team exercise; guest spea

nd Budgeting.
C. MANAGEMENT OF TIv
Substance: Tirme as a resource; waste of time;
use of time; and finding time to think,

wdividual work; team work; and
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Instructional Format: Individual WOIK; team work; and staff/
Y war; and staff,

student discussion o
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nsfer of permanent reco
and (5) destruction of ohsolete
materials.
Instructional Format: Guest speake
work,
Guest Speaker: Agency records speciali
tape).

BUDGETING FOR MANAGERS

. - - h)
is designing a bu

Agency archives;

non-record

n or on video

dgeting course for

managers -- the title above is not certain -- which we hope wiil

be apor

Manazement course.

A
FeY

am activity.

Y e

-~ll

opriate to the needs of participants in the Advanced

25X1
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